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og JUL 1961
M POR: Chlef, Records and Bervices Division/OP

¢ Fiscal Yesr 1961 Activity Report - Special
Projects Officer, RSD

1. A total revision of the procedures, forms and directives vas
dnitisted and completed for converting the old "Employds Locator
fysten™ to the new "Persomnel Buérgency and Locator Systen”. The
nev #ysten vas put into effect on an Agencywide basis in Ostcber

3960, The project involved: STATINTL
5. The writing, coordination and publication of[ |
dated 21 Beptenbar 1960,

b« The development and design of the combined machine and
min), recoxd Forms Oh2 and Gh2a, Persomne) Buergency & locator
Record, for Headgquarters snd oversess dats respectively, and

8. The specification of machine procedures for data processing
snd the tebulaktion of three {3) types of mmchine registers for dletri-
wudion to the Office of Pevsonnel, Office of Becwrity, and the CIA
Yita) Meterisls Program.

$he revised system permits comprehensive coverage of employee office
aod home locabtor informetion, emergency sddressee idantification and locelor
infopmation, the ourrent overseas melling sddress for personnel assigned PCS
overseas, and security control indieaiors.

2, A ingtwuoted by the ExO/OP, technical support was given on the
dssign of the "ssployee survey gquestiocnnaire” distributed to gather infore
mation on employes plans for use of public and private trensportetion,
the extent of employee sérvices desired for organizing car pools or changlng
residance Joostion, and the number of persons who planned o resign as a
nmt;:f the move. Upon retwm of camplated guestlonnalres, action was
taken %o

2. BEestadblish machine procedures and instructions for
alysis of dats,

- be Cods the information for card punching cperations,

¢. Tabulate the resulting mechine data to provile a basls
for & statistical report of the information gathered.
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3. Beginning in Novenber 1960 snd extending to the present time,
mm:myﬁvﬁmmg‘gﬁ%,m%ntm
fingl planning of | o and equipment utilization in Agency's new

Ragues-ters ’huﬁ.dg:: especially in the functional arees of eguipment,
Thls sctivity involved inepection and precision mesmurement of office
sreks in ths nev bullding and the wse of this information to f£ind the
et elfective srvangsment of record keeping equipment and various
machines in use. Various floor plans snd eguipment arvangements were
drawm-tosgenle to provide s basis for final decision.

b, In ga@rmﬁm vith mexbexs of ADFD and the Chief, SRE/MED,
the datm content, dasign and formet specifications wers established
Loy » nev rcp@é.agwo&x« and Yorm 9Tib, Report of Separations; a
ecttimous foed, multiple copy report format completed in its entirity

he R ﬁgh Bpeed Printer. A proourement requisition snd speci~
Ticstdons vers submitted to provide delivery of the specislty form
me@m 1961, During the time uesded for menvfachure, ao

i overlay & ique vas developed to enable the Camputer Center

to uss the machine reporting and print-out procedure immediately pending
dallvery of the printed machine fornm,

. 5+ Beglaning in June 1961, & project was inttisted to £ind ways
snd means for congolidating both procedures and forme now used for
Mmi m% progesting into a more unified system of records
snd reports. tional sress being combined {in terms of paperwork)
are ia) inltiation of security clsarance requests, and (b) the notie
fleation of secwriiy wotion and/or spprovel. One result vill ba the
sovlsolldation of three (3) interleaved specialty forms into & single

{ally format. The form and procedure portions of the project
: Ang the Office of Parsonnel have besn completed and the package
given 10 the Office of Secwrity for final determination of their ree
guivenents, The end product will be redustion in the smount of documents
capleted and filed, grester assurance of peguentisl raporting for come
puter Ingub of ineprocess statistical data, and e decrease in ths smount
of typing required seourity processing of agplicants.

" 6. kn‘ﬁ tha Fiscel Yesr 195;.; considerable effort has been made
SMSNLALY and procure uew iypes of epuipment snd materials for the

@fflon of Parsonnel with perticulsr egphasis in the RSD ares. This
setl neceselliated products She SoTRERcing JAnlgon, rasenrch

& Two (2} Underwood Tetractys Suparautomatic Two-Reglster
{double mewory) printing calculators were procured to provide the
Btatistical Reporting Branch vith gresger versstility end speed in
tabulation of statisticn) date. The 2-mschines replaced 4emachines
pravioully used.
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%, Remington-Radn Reinforced stesl tebles mod matohing
sl liary work tables have been purchased to provide special
sssmmblles to house {or support) all Ksrdex file units used in

ths Popition Control Bection.
8. VWheeldex cehinets and eupplementary equipment {3-unite)

bave been gbhtained to house the 10-wheels now used by the Position

Contirol Seotion for the “employee master locator card £ile”.

4, Tab Products Qpen-Reforence Files with roller-mounted
work bomrds (total of Seassemblies)} were purchased to house the
1,840 linea) inches of caprds now contained in the applicent card
gyrten maintalned by the Files Section with 272 lineal inches
of sxpansion gpace remmining.

%« Ymumn & Rrbe PRO-FILK, hecompartment, letter-size
£iking cabinets (178 cabinets) have been ordersd %o yrovide
& W type of %ﬁ vith grester operating efficiency to
house oll efficial perscnnel folders end spplicant files
in the nev headguarters building.

¥. A Balold-Xerox 914 Qffice Copler with suxiliery materials
wawtmmwmmmmmmwmmzm
Anelysis Branch, PWD, to parmit more effective copy reproduction
of Blographic Profiles, other documents, and the automatic pro-
duction of masters for use with the Ozammster Vhiteprint machine.

£+ Tvo (2) Remington-Rand Verdadex cerd guide systems
(alphabetic) have been procured for use with the applicant card
file {1,500 atvisions) and the CPB passport £ile (200 divisions)
& & megns for decreasing the refevence sescch time in the mube
Ject systems.

B Three (3) Angle Bteel sorting file cabinsts have been
chaged for the 0. P, Central Mell Room (2-~cebinets) and the

Btatus Section {l-cabinet) to permit more effective sorting and
tuporery storage of documents destined for distributieon.

4+ lLyon Btoeal specisl sssenbly type shelving has been

ordered to house Statistical Reporting Branch documsnte, regilsters

- g, of tha nav type of official personuel folders
{Btandard ¥orm 06) have been purchased and overprinted with

HCRRI" to permit couversion of existing folders to the new
type of folders by Files Bection perscmnel.
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B, A Bemington<Rend Stendard Typewriter vith e %m

ﬁ has been ordered for the typing of file fo ols
i 0 en antra large type face, incressing efficlency in filing
[ oparations.

STA 2. Qm transpavent celluloss scatste folded pockets
' {specia) THWEN;) vere cbtained for Joint use of the Qffice of Per-
! sonna) and the (ffice of Secuwrity in f£iling the new color badge
| Photo of employess in the officlel files of each Office.

| [of & new type of kraft gpeclalty emnvalope has
" Dmen QesIENAT and ordered to provide a means for filing Blogrsphic
s Profile masters in the official personnel folder.

STA'& B ? & specisl type of polysthylene plastic sleeve
| baa been and ordered for protection and transport of
' ogrephic Profile magters at times when the maghers are removed
| fwom officisl personnel folders; the sleove being designed for
’ ;_ wetention in the kraft specialty envelcpe noted above.

@ By overprinting 1,000 Oxford Folders $ 152 (Green)
MW@ s, & "SPECIAL REFERRAL" folder was oreated !
for ubs with epplicant ceses of & "Congressional Referrsl” or
“Bpecial Interest” nature, the color and text of the folder visually
W%ﬂuwmmr@z&mmmm@.

P Arrsngaments wers made for procuremént of & new modsl
Thexmofux machine for OD/Pers. snd an dugproved model of the
Yerifax machine for BSD,

g Tvo (2) tmproved model Neskarts (wheeled basket carts)
were purchased as replacenent equipment for the Files Section.

l

!

| |
} T+ Ju experimental project was underteken by the Bpecial Projects |
! Gfficer in vhich s technicel method wes created and developed which mekes ,
; it possible to combine the Xerox-Topy Flo technique with the Ozalid |
, (&dazolye) process for sutomatic production of Ozalid masters from sny
! dginal. The subjlect procedqure is now baing spplied to veriocus work |
| reguirements of the Btatistical Branch, the Qualificetions ’
STATINTL  Analyeis Branch, and the| Printing Bervices Division. |
!

STATINTL
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